
ac-t of &dtim CURoTy, m o m 6 1  wunrgrnrnr pmuon, sm wprw AVIIIU, AMU, w g i r ,  w. 
, Attention: Scbdutingtrctkn. 

I 

i a  Ports Author i ty 
)b Intonance Department 
Post Off ice Box 2406 
Savannah, 6eorgia 51402 

' 2. hrm m Contact - Working Title Tolephone-Number - 

Qbd -rclC3i 

. Ha i nfenancs Ana i ys t  (912 1 964-3835 
- _ .  L.c9 . . .  ._ 

3. AetionRquencd 
i 

1. Estaotirn Retention Scheduk; recotd will mtinuc to muumulrte. 
i b. D- D i e m  of pesent wa~muktion; M further raumuktion onticiwted. . 
i- - 

la test  
Current 

- I c z. Amend ApDlication No. m c k  Om?: 0 Change; 0 Sopercede; 0 Void -. 
: .? b i r r  of k r n n  I 5. Reaords &rkr Titk f f o l l d  by tirlcused in office; if different) 

MAJNTENANCE WORKORDERS --- 
The Maintenance Control Of f i ce  maintains the  above f i l e  series. The Control Of f i ce  

or lnfornatrion Center iden t i f ies  and analyzes a var ie ty  of maintenance problems and 
recumends appropriate actions. W. I.C. inspects a i  I GPA property and f o c i  t i t les .  iden t i f ie  
unsatisfactory conditions and makes recommendations for a1 I repai rs  for terminals and 
properties. I n i t i a t e s  and prepares work orders. Coordinates work schedules with 
maintenance foremen. 
bbkes progress checks. for ongoing major maintenance projects. 
and charts of work in  progress and completed. Assists i n  the preparation of the  
Ha i ntenance budget. WC, i n t a  i ns records and makes reports on equ i pment u t  i I I r a t  ion and 
downtime. Enters current work orders, additions, changes and c los ing job orders i n to  
CRT system dai ly.  Processes internal  and external work orders. 

! 

i 
Estimates time and mater ia ls and coordinates repai rs  with supervisor. 

Ma i nta i ns up-to-date reports 
I 
I 

--- 
f h i s  f ik oDnhins the following documents (include form numben m d  rirles, if Jnyk . . 
Attach samples of the file. 
Requests for maintenance t o  be performed on structures and equipment. Documents relating to: 

md+d are: ROUT I NE WORKORDERS AND PEEVENT IVE MAINTENANCE WORKORDERS 
-INCLUDING PREVENTIVE MAINTENANCE CHECKLISTS. 

fik is arranged: Chronologically; thereafter, numerically by equipment or s t ructure 
number. 

8. Monthly m c h  Roferrnce Rate are: 
1 ; Thirteen to twenty-four months old - 1 One 10 six months old 1 ; Seven to twelve months old 

twenty-five months ond older 

Lettet-size drawers ; Lwkize drawers ; Shelves ; Other lapecifvl 12 boxes 
. 

- 
(Ow) 

i 
an-w-ii. new. 76 



L 

h. 1s there a duplication of this series in your office, or in another office or agency? 
where? _- _- 

7 Future work orders are f i l m e d  -Lw- ' ifbwlx-gd. 
--- ~ 

1. Retention Requinments The following requires the series to be kept: - . 
*t . 

a. State Law -years. 
b. Statute of lirnitsti- ~ ~~ yea:;. 
c. Federal law 7 years. 

d. Audit period - years. 
e. Adminirtratiw need ---.years, 

f. Federal retention instructions years. 

Attach copy or excerpt of l a w  or regulations. Explain administrative need. 

To ma in ta in  a record of maintenance i n  order t o  eva lua te  replacement, some preventive 
maintenance records for fu tu re  use. f u t u r e  considerations of purchases on s p e c i f i c  
vendors, etc.  

12 Amroved Disposition lnstrudons This agency recommends that the file series be cut ott at thb end of each: 
@ Calendar Year; 0 Fiscal rear; 0 Other then, 

0 Hold in the current files area 
IS Transfer to local holding area, hold -2 
0 Transfer to State Records Center; hold --?.-.+year(s); then 
IS Destroy. 
0 Transfer to State Archives for permanent retention. , 

0 Other (Specifyl 

monthb) - yearb); then 
yearb); then 

These instructions apply to a l l  pi .Jr and future accumulations c.  rhe series. 

qecomrnendations in para- 
lraph 12 are approved. 
'If disapproved, attach letter 
tf explanation.) 


